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Coupa Talk — Invoice Example 1

Small changes to take note off when creating an Invoice

Create an Invoice — No issue on PO Or Invoice
Test: What does Supplier see.

Test changes brought in:
+  Supplier template amended to allow fields to be changed eg invoice number, amount, VAT code.

* Automatic date removed - supplier will have to complete invoice date manually.



samancor®

Supplier Steps Samancor Steps

GSupplier has
received a Purchase

Order from Samancor.
e As a Supplier, Open the CSP Portal and find the PO’s that need to be invoiced under the Order Tab.

The ltems where

“=coupa supplier portal JACQUES ~ | NOTIFICATIONS @ = HELP v i
z¥coupa supplierp delivered, the GRV
ﬁ Invoices Orde Business Profile Setup Service Sheets ASN Sourcing Forecasts Catalogs Community More... and SESwas
completed.
Orders Order Lines Returns Order Changes Order Line Changes Order Confirmations Order Confirmation Lines More...

The Supplier is ready
to complete the

Invoice in the Coupa
Purchase Orders Supplier Portal(CSP).

Select Customer Samancor Chrome - ZZDELETE Jacques DIY  ~

Instructions From Customer

{Example text - this is set on your Company Information setup page and will be displayed for CSP and SAN suppliers on the Purchase Order list page}

Click the Action to Accept the Purchase Order and Create an Invoice using its data

PO Number | Order Date Status  Acknowledged At Items Unanswered Comments Total Assigned To Actions °

(1
o

5000359401 |03/24/25 Issued None 5 Set of 60218563 - FLTER,RO No 2,235.06 ZAR
UNT,SEDMENT,CARBON CTO,C

&.{H

5000359400 |03/24/25 Issued None 6 Set of 60218563 - FLTER,RO No 2,235.06 ZAR
UNT.SEDMENT,CARBON CTO,C

(110
o

5000359399 |03/24/25 Issued None 6 Set of 60218563 - FLTER,RO No 2,235.06 ZAR
UNT,SEDMENT,CARBON CTO,C




samancor®

Supplier Steps Samancor Steps

e Open the 15t PO and Inspect. You will see the following information:
g,scoupa supplier portal JACQUES~  NOTIFICATIONS |

ﬁ Invoices Business Profile Setup Service Sheets ASN Sourcing Forecasts Catalogs Community Mc

Orders Order Lines Returns Order Changes Order Line Changes Order Confirmations Order Confirmation Lines More...

Select Customer Samancor Chrome - ZZDELETE Jac

Purchase Order #5000359401

&» General Info 9 Shipping

Status Issued - Sent via Email Ship-To Address 15 Upgrade street
15 Upgrade street2

Order Date 03/24/25 San Mateo, 11111

Revision Date 03/24/25 United States
) . ) Location Code: 4530
Requester Erika Goosen (BIS Practitioner SAP Training) Atin: Erika Goosen (BIS Praciitioner SAP Training)
Email ERIKA.GOOSEN@SAMANCORCR.COM VATID 4680101393
Payment Term Z048 old Terms GCFR
Attachments Hone 7 Shipment Tracking O

Acknowledged
No shipment tracking.

Assigned to

@ PO - Revise Warning

«~ ! , Warning - PO Revise

— (" ™\ — NO PO's may be revised if an
SES. GRV. Invoice is processed against it!
Training Greetings.

Take note of the warning message and ensure the SES has been completed before attempting to complete the invoice.




Supplier Steps
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Samancor Steps

The following is visible when inspecting the PO Line.
°Click on the Create Invoice Button to start the Invoice Process.

Lines
1 Type ltem Qty Unit Price Total Invoiced
E’ 60218563 - FLTER,RO 6 Set 37251 2,235.06 0.00
UNT, SEDMENT,CARBON CTO,C
[
Supplier Part Number  Supplier Auxiliary Part Number Manufacturer Name Manufacturer Part Number
None None 49672 None Supplied None
Perpage 15 | 45 | 90
Total zAR 2,235.06
o Create Invoice Save = Print View
0 COf‘ﬂ meﬂ’[S Mute Comments W

Enter Comment

Add File | URL

Send Comment notification to a user by typing @name (ex. @JohnSmith)
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Supplier Steps Samancor Steps

Create Invoice creae

The create invoice screen is
visible.
Take note of the following: Creating your first invoice? Just enter in your invoice number. Check the line details, make any necessary changes and put in any extra charges.  y¢
0 Read the Blue message at Once you are ready, click Submit. You'll be notified if the invoice is approved or placed on hold.
the top.
© Insertyour companies o- General Info 9 From
invoice number
€@ Enter the Invoice date - note
the date no longer defaults *Invoice Date | 03/24/25 Supplier TaxID | v

“Invoice # INV 12Test 0 * Supplier ZZDELETE Jacques DIY

b
to tOday s date. Payment Term Z048 old “Invoice From Address Jacques DIY O
9 Insert a copy of your 25 Gemini Ave
company invoice in PDF “Currency ZAR v Benoni, 1501
format. Status Draft United States
. . q Image Scan Invoice 12Test.docx * Remit-To Address Jacques DIY ,O
* Note-Invoice and Credit 25 Gemini Ave
Note Numbers should not Supplier Note Benon, 1501
exceed 15 characters to Uniled States
prevent integration errors. 4
* Ship From Address Jacques DIY O
Attachments Add File | URL | Text 25 Gemini Ave

Benoni, 1501
United States

9 To

Customer Samancor Chrome

Buyer VAT ID | 4680101393 w




Supplier Steps
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Samancor Steps

Select the appropriate VAT code from the dropdown list provided. For most items you will select the 15t VAT line.
Note the VAT amount will calculate automatically after you select the TAX code. Do not insert the VAT Value manually
since this will result in an integration error.

Lines
Type Description Qt uom Price
v i . 223506 @
= e e 6.000 Set v 37251 1£32.
UNT,SEDMENT,CARBON CTO,C

PO Line Service Sheet Line Contract Credit Line
50003594011 None - None ‘O

Supplier Part Number Billing

620136-K-4601859100-4530 - 0001
Taxes
Tax Description Tax Rate Tax Amount Tax Reference

| v | 0.000 0.00
[t

ZA- H1 - 15% Input VAT - 15.0%

ZA H2 - 15% Capital Input VAT - 15.0%
ZA: 10 - Exempt from Input VAT - 0.0% .
GA( ZA 11 - 14% Input VAT - 14.0%

ZAC 12 - 14% Capital Input VAT - 14.0%
ZA 13 - Zero Rated Input VAT - 0.0%

ZA 14 - Non-claimable Input VAT - 0.0%

Totals & Taxes




samancor®

cScroll down further - Click on the Calculate Button to calculate the TAX amount automatically.

e Ensure that the attached Invoice document, and the Total Amount displayed below, correlate.

eThen click on the Submit Button.

Taxes
Tax Description Tax Rate Tax Amount Tax Reference
ZA- H1 - 15% Input VA w 150 33526

o Add Line 0 Pick lines from Contract Totals & Taxes

Lines Net Total 2.235.06

Lines Tax Totals 33526

Total Tax 33526

Net Total 2,235.06
Total 2,570.32@)

Delete Cancel Save as Draft Calculate ml
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a The following message is displayed.
9 Click on the Send Invoice Button

Are You Ready to Send?

You're about to send an invoice to Samancor Chrome for a total amount of 2,570.32. Once sent,
you'll have to contact your customer directly to make changes to the invoice.

Continue Editing Send Invoice q

e The following green message is displayed. .

Invoices
Z7DELETE Jacques DIY invoice #INV 12Test is processing ) 4

@ Invoice submitted successfully. However - your customer requested an information update to ensure successful payment: Update

Instructions From Customer

{,ngample texlt - this is set on your Company Information setup page and will be displayed for CSP and SAN suppliers on the Invoice list page}
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Samancor Steps

Switching sides, Act as Neo ( AP User Samancor) Erika Goosen (BIS Practitioner SAP Training) acting as NEO BISHOP

Open Coupa and find invoices in AP Hold. Select and Open one of the invoices. | will select invoice number INV12Test.

N Requests Orders Community Inventory Sourcing Suppliers Contracts Reports Setup

Woices Invoice Lines Invoice Inbox Uninvoiced Orders Accrual Report Insights Legal Invoice
| ﬂVOICES Return to classic experience
= vews MFC View o
Create v Search Q v
Invoice # Supplier Net Due Date Total  Status Delivery Method Actions PO Number Invoice Date Invoice Acknowledgement
NV10Test ZZDELETE Jacques DIY 2025/05/24 2570,32ZAR AP Hold Coupa Supplier Portal N4 5000359399 2025/03/125 None
NV 11Test ZZDELETE Jacques DIY 2025/05/23 257032 ZAR AP Hold Coupa Supplier Portal _/ 5000359400 2025/03/24 Mone

NV 12Test ZZDELETE Jacques DIY 2025/05/23 257032 ZAR | AP Hold Coupa Supplier Portal ‘/ 5000359401 2025/03/24 Mone
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Samancor Steps
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Steps

” Open Invoice and inspect.
Invoice is Correct.

Community Inventory Sourcing Suppliers Contracts Reports Setup
NOte the fOll0W|ng : ice Inbox Uninvoiced Orders Accrual Report Insights Legal Invoice
* Theinvoice is notin Edit mode )
* Ifyouclick on Apply Tax code, Invoice #INV 12Test
the fOll0W|ng message IS dISplayed GeneralInfo Lines Total Taxes Comments  Payments  History Q
No new tax codes were applied. €& Aud Tag
* The Dispute Button General Info Bill To & Ship To
¢ ClICk on Edlt BUtton' Supplier ZZDELETE Jacques DIY (Active) Chart of Accounts 4530 - Middelburg Ferrochrome
Invoice # INV 12Test v e
. Buyer VAT IDVAT 4680101393
Invoice Date 2025/03/24
Payment Term Z048 old 2 Supplier |ﬂf0
Currency ZAR
Remit-To ZZDELETE Jacques DIY
Status AP Hold 1
Payment Due Date 2025/05/23 Test
Benoni
Supplier Note None 1501
Attachments None south Africa
Supplier Provided Jacques DIY
Image Scan # Invoice_12Test pdf > Remit-To 25 Gemini Ave
Benoni, 1501
Requester Erika Goosen (BIS Practitioner SAP Training) United States
Invoice from Jacques DIY

Invoice PDF Document

download

Invoice None

—_— el

25 Gemini Ave

Benoni, 115 I ree| 2 570,32 ZAR
Llnited

Invoice #INV 12Test | ZZDELETE Jacques DIY

2025/03/24

Edit Apply Tax Codes

O Open next document




samancor®

Supplier

0 Action availability Buttons, at the bottom of the screen changes.
Select to change the Tax Code and the
Total goes blank until you click on the @) Calculate Button again. Click on@ Submit.

@The invoice is approved Invoice #INV 12Test is approved.

Taxes
Tax Code Tax Rate Tax Amount Tax Reference Tax Supply Date
A- H2 - 15% Capital | L 15,0 33526

F

ZAIH1 - 15% Input VAT -

& 150%

ZA.H2 - 15% Capita
e OF'ick lines from Contract

Qadg Iﬁu VAT - 15,0%

A0 - Exempt from
Input VAT - 0,0%

Total Taxes

Lines Net Total Total _ ZAR B

Invoice #INV 12Test | ZZDELETE Jacques DIY | 2025/03/24 0 c O Open next document

e

ZA 11 - 14% Input VAT -




samancor®

: Samancor
Supplier Steps

On the Supplier Side, once an invoice has been Approved no further actions are required and payment will be done as
determined by the Payment Terms.

INV 12Test  03/24/25 Approved 5000359401 2,570.32 Yes
ZAR

*cnupa 5upplier pDr’[al JACQUES ~ | NOTIFICATIONS @) @ HELP

ﬁ m Orders Business Profile Setup Service Sheets ASN Sourcing Forecasts Catalogs Community More...

Invoices Invoices Lines Payment Receipts Advanced
Select customer | Samancor Chrome - ZZDELETE J ~
Invoice #INV 12Test zac
O: General Info 9 Bill To & Ship To
Invoice # INV 12Test Supplier ZZDELETE Jacques DIY
Invoice Date 03/23/25 Invoice From Jacques DIY
o . 2045 o 25 Gemini Ave
ayment Term o Benoni 1501
Currency ZAR United States

Status Approved )
Remit To Jacques DIY

Shipping Term Mon 25 Gemini Ave

[16]




Coupa Talk — Invoice Example 2

Dispute an Invoice

Create an Invoice — Over Invoiced. PO for Qty of 6 -GRV QTY of 5 - and Invoice Qty of 6 - Dispute — Supplier or AP can rectify and submit.
Test: What does Supplier & AP User see.

Test changes brought in:
» Editing Disputed Invoices - Allow AP teams to edit supplier invoices & Allow Suppliers to edit disputed invoices.

» Price Disputed Invoices - Supplier Template amended to allow AP to fix the price.
+ Same invoice number can be used after credit note issued.

» Total Tax section no longer editable.



Supplier Steps
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Samancor Steps

9 Second PO Invoiced followed same steps as in 15t Invoice.

Create Invoige creae

Creating your first invoice? Just enter in your invoice number. Check the line details, make any necessary changes and put in any extra charges.

Once you are ready, click Submit. You'll be notified if the invoice is approved or placed on hold.

o- General Info 9 From
*Invoice # INV 11Test Q * Supplier ZZDELETE Jacques DIY
* Invoice Date | 03/24/25 Supplier TaxID | W
Payment Term Z048 old * Invoice From Address Jacques DIY ‘O
25 Gemini Ave
*Currency ZAR v Benoni, 1501
United States
Status Draft
Image Scan | Choose File | Invoice 12Test pdf * Remit-To Address Jacques DIY O

Supplier Note

Attachments

Add File | URL | Text

* Ship From Address

25 Gemini Ave
Benoni, 1501
United States

Jacques DIY O
25 Gemini Ave
Benoni, 1501
United States

bPO for Qty of 6 -GRV
QTY of 5 - and
Invoice Qty of 6 -
Dispute — Supplier or
AP can rectify and
submit.




samancor®

Supplier Steps Samancor Steps

G Deliberately Over Invoice — Note, you cannot see on PO that you are busy with over invoicing.
aAdd tax and calculate and submit

Lines
Type Description t o Uom Price
v " = 223506 ©
.4 i 60218563 - FLTER,RO 6.000 Set " 372 51 ' J.
UNT,SEDMENT,CARBON CTO,C :
PO Line Service Sheet Line Contract Credit Line
5000359400-1 None - None ‘O
Supplier Part Number Billing
620136-K-4601859100-4530 - 0001
Taxes
Tax Description Tax Rate Tax Amount Tax Reference

e\ ZA: H1 - 15% Input VA 15.0 335.26




samancor®

cClick on the Calculate Button to calculate the TAX amount automatically. Ensure that the attached Invoice
document, and the Total Amount displayed below, correlate.

© Then click on the Submit Button.

Tax Description Tax Rate Tax Amount Tax Reference

ZA:H1-15% Input VA ~ 15.0 335.26

o Add Line o Pick lines from Contract Totals & Taxes

Lines Net Total 2,235.06
Lines Tax Totals 0.00
Total Tax 0.00
Net Total 223506
Total 2,235.06

Delete Cancel Save as Draft Calculate m
e
9 ©




samancor®

Receive message are you sure you want to send the Invoice; you select Send Invoice Button, and the following green
message is displayed.

Invoices

Z7DELETE Jacques DIY invoice #INV 11Test is processing )4

As a supplier | can see on the Invoice Tab that two invoices has been processed — one with a Pending Approval Status
(needs to be approved by Samancor) and one with a Processing Status ( invoice needs a second before reflecting in
Samancor system).

Create Invoices @

Create Invoice from PO Create Credit Note
Invoice # Created Date Status PO # Total Unanswered Comments Dispute Reason Actions
INV 11Test  03/24/25 Processing 5000359400 2,570.32 No
ZAR
INV 12Test  03/24/25 Pending 5000359401 2,570.32 No

Approval ZAR




samancor®
Supplier

Steps

Samancor Steps

Switching sides, Act as Neo ( AP User Samancor) Erika Goosen (BIS Practitioner SAP Training) acting as NEO BISHOP
Open Coupa and find 3 invoices in AP Hold. Select INV11 Test.

i Requests Orders Community Inventory Sourcing Suppliers Contracts Reports Setup

ices Invoice Lines Invoice Inbox Uninvoiced Orders Accrual Report Insights Legal Invoice
| nVOICeS Return to classic experience
= views MFC View o
Create w Search Q v
Invoice # Supplier Net Due Date Total  Status Delivery Method Actions PO Number Invoice Date Invoice Acknowledgement
NV10Test ZZDELETE Jacques DIY 2025/05/24 2570,32ZAR AP Hold Coupa Supglier Portal 7z 5000359399 2025/03/25 None
NV 11Test ZZDELETE Jacques DIY 2025/05/23 257032 ZAR | AP Hold Coupa Supplier Portal ,/ 5000359400 2025/03/24 Mone

NV 12Test ZZDELETE Jacques DIY 2025/05/23 257032 ZAR AP Hold Coupa Supplier Portal P4 5000359401 2025/03/24 Mone




samancor®
Supplier

Steps

Samancor Steps

a Open Invoice and inspect. Scroll to the Line ltem.

1 line tags
1 Lines: Receipt missing

Note Samancor AP users can now also

amend the quantity/ price/ tax code and

. . . . . . . Type  Description *Quantity  UOM * Price b4
invoice date if required. This will be verified 1\ @ 60218563 - FLTER RO UNTSEDMENT.CARBON CTO,C o . 25 |12 235,06 ‘g
during approval.

PO Line e Contract Supplier Part Number Commodity
Although AP can fix the invoice quantity and 50003594001 O Clear Fatration Consumables_ Firations

price ,itis recommended that the invoice be Commodity Default Applied
disputed to allow the supplier to amend
and attach the correct PDF invoice copy .

Credit Line Billing Period
None ,O Filtration, Purification and Flotation-K - Cost Centre-4601{x » h 2025 MFC
If fixed by AP this will result in audit issues Vi nked Orderine
as the attached PDF and processed invoice
will not match. Taxes s
Tax Code Tax Rate Tax Amount Tax Reference Tax Supply Date

a Receipt missing: Invoice line for 6.0 (0 credited) needs receipts of 1.0, PO (Rev 1) for 6.0 has current receipts of 5.0

& Add Tag

QnddLline  @Picklines rom PO @ Pick lines from Contract Total 257032 ZAR
- ¥ T —_—

Invoice #INV 11Test | ZZDELETE Jacques DIY | 2025/03/24 O Open next document




samancor®
Supplier

6 The yellow message indicates that there is still a Receipt Missing.

Receipt missig%: Invoice line for 6.0 (0 credited) needs receipts of 1.0, PO (Rev 1) for 6.0 has current receipts of 5.0

Lines

1 line tags
1 Lines: Receipt missing

Type  Description
1 g 60218363 - FLTER,RO UM

e When the computer mouse is hovered over the FO Line

PO number in the basket line, it will indicate 5:::3:@?'3'-' A Clear
what was ordered received and invoiced.
This is a case of over invoicing (quantity on
invoice is for 6 items and we only received 5).
This invoice will then be Disputed by
Samancor.

er::'r:ared 6.0 Set x 372,51 totalling 2 235,06 ZAR
Received 5.0 Set
Invoiced 0.0 Set totalling 0,00 ZAR
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Samancor Steps

o At the bottom of the Invoice, Click on the red Dispute Button.

‘h Open next document

Calculate Cancel Save

eThe Dispute Dialog box is displayed.

e Select the Dispute Reason most appropriate to the situation.

Please provide an explanation for moving the invoice to disputed status. The dispute notification In thlS case “ Quantlty doeS not matCh the quant'ty from PO,
withr reason anq any comments you provide will be sent to the supplier email listed here and any .
addtional emails you enter Contract or Catalogue”. You can scroll down for more options.
Supplier Email jpuchert@gmail.com
Additional recipients gl TN R L] RO uantity does not match the quantity from PO, Contijiid
mmy.dough@acme.com, katy pie@acme.com

Price does not match the amount from PO, Contract =
* Dispute reason v © Comments ar Catalcgue

Comments | prease provide furiher comments. f any Quantity does not match the quantity from PO,
Contract or Catalogue e

. Duplicate Invoice. Already paid or payment review in
i progress

Cancel

22




samancor®
Supplier
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Samancor Steps

aNote the green Plus next to the Dispute Reason.
You can add more than one Dispute Reason to the dispute.

9 Once the Dispute Reason and Comment is completed, Click on the Dispute Button.

Please provide an explanation for moving the invoice to disputed status. The dispute nofification
with reason and any comments you provide will be sent to the supplier email listed here and any
additional emails you enter.

Supplier Email jpuchert@gmail.com

Additional recipients

jimmy.dough{@acme.com, katy.piei@acme.com

* Dispute reason Quantity does not match the guantity from PO, Contr  » O e

Comments | oyer invoiced only, 5 items received

Cancel

e A green message is displayed confirming the
Invoice has been Disputed.

Invoice #INV 11Test for ZZDELETE Jacques DIY has been disputed.
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Back as a Supplier, Open the CSP Portal and note the Status and Dispute Reason in the Dispute Reason Column.
There is also a new Icon in the Action Column - the Resolve Icon.

INV 11Test  03/24/25 Disputed 5000359400 2,570.32 Yes CQuantity different from PO/Contract or Catalog
ZAR
INV 12Test  03/24/25 Approved 5000359401 2,570.32 Yes

Resolve

N

e Click on the Resolve Icon.
o The Invoice opens, and a clear description is given of Void and Correct Invoice.

Invoice #INV 11Test zack

O]

If this invoice was issued in duplicate or has been already paid for, you can Void this invoice from here.

i
—t
Sr
T
:'_..
=]
™
(e}
[ H]

K
£

A8
A e

I'T]

nd determine the resolution option: N

| Correct Invoice|
If the disputed invoice has some incorrect detail, please choose this option to allow for an in place correction to the invoice.
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Supplier Steps Steps

At the bottom of the Invoice, are two Buttons- Void and Correct Invoice.

Also take note of the comment at the bottom of the Invoice.
It corresponds with the Dispute Comments made by AP.

1 Comment Mute Comments W

Enter Comment

Please provide an explanation for moving the invoice to disputed status. The dispute notification
with reason and any comments you provide will be sent to the supplier email listed here and any
I}, additional emails you enter.

Add File | URL

Send Comment notification to a user by typing @name {ex. @JohnSmith Supplier Email jpuchert@gmail.com
s 2

Additional recipients

Participants: Neo Bishop Boshielo (FA Specialist)

* Dispute reason = Quantity does not match the quantity from PO, Contr v ()
to supplier

Neo Bishop Boshielo (FA Specialist)

Over invoiced only, 5 items received , 4

Comments | Over invoiced only, 5 items received

Payments >




samancor®

: Samancor
Supplier Steps

cClick on the Correct Invoice Button at the bottom of the invoice.

Void Correct Invoice

J

eScroll too the top of the Invoice.
A message in the Yellow line reminds you that you are busy with a correction that had been disputed.
However, you can use the same Invoice number. No need to add a number or a point 1 behind your invoice number
anymore.

© Invoice #INV 11Test car

Creating your first invoice? Just enter in your invoice number. Check the line details, make any necessary changes and put in any extra charges. X

Once you are ready, click Submit. You'll be notified if the invoice is approved or placed on hold.

eThis invoice is a correction for INV 11Test that had been disputed.

[ s

o: General Info From

*Invoice # | INV ‘1'|T651° = Supplier ZZDELETE Jacques DIY

* Invoice Date | 03/24/25 Supplier TaxID | ~
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: Samancor
Supplier Steps
Steps
G Make the rectifications to the Invoice. Qty
9 In this Case change the quantity from6to 5 ‘ 5.000) ‘ to correspond with the delivery.
Lines
Type Description Qty Uom Price Q
4 ]} 60218563 - FLTER,RO ‘ 61000 ‘ Set y 37251 2,235 . 06
UNT,SEDMENT,CARBON CTO,C %7 o '
PO Line Service Sheet Line Contract Credit Line
5000359400-1 None o None ©O
Taxes
Tax Description Tax Rate Tax Amount Tax Reference

e‘ ZA: H1 - 15% Input VA ~ 15.0 279.38

@ AddLine @ Pick lines from Contract Totals & Taxes

. . Lines Net Total 2,235.06
eComplete the Tax field, Click on Calculate. Lines Tax Totas 335.26
°Verify with the attached Invoice image and Submit.
Total Tax 335.26
Net Total 2,235.06
Total 2,570.32

Delete Cancel Save as Draft Calculate m




samancor®

: Samancor
Supplier Steps

The Confirmation question is raised, and you can click on the Send Invoice Button.

Are You Ready to Send? <

You're about to send an invoice to Samancor Chrome for a total amount of 2,141.93. Once sent,
you'll have to contact your customer directly to make changes to the invoice.

Continue Editing Send Invoice

A Message is displayed confirming the Invoice Processing.

Z7DELETE Jacques DIY invoice #INV 11Test is processing

Again, the invoice needs to be approved by the Samancor AP section.
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: Samancor
Supplier Steps

c Interestingly, look what happens on the CSP side. | |

The Invoice that was Disputed, has automatically been Voided, and the new invoice(same invoice number)
is in Processing Status for the same PO number.

Create Invoices @

Create Invoice from PO Create Credit Note
(Exporto view
Invoice # Created Date Status PO # Total Unanswered Comments Dispute Reason Actions
INV 11Test  03/24/25 Processing 5000359400 2,141.93 No
N ZAR
INV10Test  03/24/25 Abandoned 5000359399 2,570.32 Yes Duplicate Invoice. Already paid or payment review
ZAR In progress.
INV 11Test  03/24/25 Voided 5000359400 2,570.32 Yes (Quantity different from PO/Contract or Catalog
ZAR
INV 12Test  03/24/25 Approved 5000359401 2,570.32 Yes

ZAR




Coupa Talk — Invoice Example 3

Abandon an Invoice
Create Invoice Nr 3 — Abandon. PO for Qty of 6 -GRV QTY of 6 - and Invoice Qty of 6 — Abandon invoice — Supplier can resubmit invoice with same invoice number.
Test: What does Supplier & AP User see.

Test changes brought in:
* No need to Abandon so many invoices since Suppliers and AP Users can edit supplier invoices & disputed invoices respectively.

« Abandon Function allocated to AP users will reduce credit notes and save processing time.
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Supplier Steps Samancor Steps

b PO for Qty of 6 -GRV
QTY of 6 - and
Invoice Qty of 6 —
Abandon invoice —
ﬁ Invoices Business Profile Setup Service Sheets ASN Sourcing Forecasts Catalogs Community More. SUpplier can
resubmit invoice
with same invoice
number.

Third PO Invoiced and followed the same steps as inthe 15t two Invoices, except making use of the Accept PO and
Create Invoice Icon in the Action Column.

Zscoupa supplier portal JACQUES v NOTIFICATIONS @

Orders Order Lines Returns Order Changes Order Line Changes Order Confirmations Order Confirmation Lines More...

Select Customer Samancor Chrome - ZZDELETE Jacque

Purchase Orders

Instructions From Customer

{Example text - this is set on your Company Information setup page and will be displayed for CSP and SAN suppliers on the Purchase Order list page}

Click the Action to Accept the Purchase Order and Create an Invoice using its data

PO Number Order Date Status Acknowledged At Items Unanswered Comments Total Assigned To Actions

5000359401 03/24/25 Issued  03/24/25 6 Set of 60218563 - FLTER,RO No 2,235.06 E:g
UNT,SEDMENT,CARBON CTO,C ZAR

5000359400 03/24/25 Issued  Mone 6 Set of 60218563 - FLTER,RO No 2,235.06 %
UNT,SEDMENT,CARBON CTO,C ZAR

5000359399 03/24/25 Issued  MNone 6 Set of 60218563 - FLTER,RO No 2,235.06 e @
UNT,SEDMENT,CARBON CTO,C

Accept PO #5000359399 and Create Invoice
5000359392 02/18/25 lssned None 1 Fach of 60000233 - ANGI F IRON MII D No -
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Samancor Steps

Create Invoice.

Create Invoice creae

Creating your first invoice? Just enter in your invoice number. Check the line details, make any necessary changes and put in any extra charges.

Once you are ready, click Submit. You'll be notified if the invoice is approved or placed on hold.

Or General Info

9 From

X

*Invoice # INV10Test
* Invoice Date | 03/25/25

Payment Term Z043 old

*Currency ZAR ~

Status Draft

Image Scan | Choose File | Invoice 12Test pdf

Supplier Note

Attachments Add File | URL | Text

* Supplier

Supplier Tax ID

* Invoice From Address

* Remit-To Address

* Ship From Address

ZZDELETE Jacques DIY

L

Jacques DIY O
25 Gemini Ave
Benoni, 1501
United States

Jacques DIY O
25 Gemini Ave
Benoni, 1501
United States

Jacques DIY ,O
25 Gemini Ave
Benoni, 1501
United States




Supplier Steps

samancor®

Samancor Steps

Add Tax and Calculate and Submit.

Taxes

Tax Description

0 ZA H1-15% Input VA »

Tax Rate

15.0

0 Add Line 0 Pick lines from Co@jact

Tax Amount

335.26

Totals & Taxes

Lines Net Total
Lines Tax Totals

Total Tax

Net Total

Total

Delete Cancel

Tax Reference

2,235.06
335.26

335.26

2,235.06

2,570.32

|. Calculate | ml

Save as Draft

Receive below message, you select Send Invoice, and the following green message is displayed.

L
Are You Ready to Send?

You're about to send an invoice to S8amancor Chrome for a total amount of 2,670.32. Once sent,
you'll have to contact your customer directly to make changes to the invoice

Continue Editing | Send Invoice |

Z/DELETE Jacques DIY invoice #INV10Test is processing
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Samancor Steps

samancor®

Switching sides, Act as Neo ( AP User Samancor)

Open Coupa and find a 3rd invoices in AP Hold.

Erika Goosen (BIS Practitioner SAP Training) acting as NEQ BISHOP

i Requests Orders Community Inventory Sourcing Suppliers Contracts Reports Setup
Invoice Lines Invoice Inbox Uninvoiced Orders Accrual Report Insights Legal Invoice
| nVOICeS Return to classic experience
= views MFC View o
Create w Search Q v
Invoice # Supplier Net Due Date Total | Status Delivery Method Actions PO Number Invoice Date Invoice Acknowledgement
NV10Test ZZ7DELETE Jacqgues DIY 2025/05/24 257032 ZAR | AP Hold Coupa Supglier Portal 7z 5000359399 2025/03/25 None
NV 11Tes ZZDELETE Jacques DIY 2025/05/23 257032 ZAR AP Hold Coupa Supplier Portal ,/ 5000359400 2025/03/24 Mone
NV 12Tes ZZDELETE Jacques DIY 2025/05/23 257032 ZAR AP Hold Coupa Supplier Portal P4 5000359401 2025/03/24 Mone
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samancor®

c Open Invoice and inspect and find that this is a Duplicate Invoice ( the other invoice was already processed).
This invoice needs to be Abandoned.

Invoice #INV10Test

General Infc Lines Total Taxes Comments Payments History

€ 20 7o

General Info 9 Bill To & Ship To

Supplier ZZDELETE Jacgues DIY (Active) Chart of Accounts 4530 - Middelburg Ferrochrome

Invoice # INV10Test

I ice D 2025/03/25 Buyer VAT IDVAT 4680101393
nveice Date 5/03/25

Payment Term Z048 old SU pp| ier. IﬂfO

Currency ZAR

Remit-To ZZDELETE Jacques DIY
Status AP Hold

1
Payment Due Date 2025/05/24 Test
Benoni
Supplier Note MNone 1501
Attachments None soutn Arica
Supplier Provided Jacques DIY
Image Sean g 5 Agtachment pdf 5 Remit-To 25 Gemini Ave
Benoni, 1501
Requester Erika Goosen (BIS Practitioner SAP Training) United States

Invoice from Jacques DIY
25 Gemini Ave

Invoice Mone Benoni, 1501

Acknowledgement United States

Invoice PDF Document download

Ship from Jacques DIY
25 Gemini Ave
Benoni, 1501

[ PR PO SR L S 1 - -

Integration failure MNone
reason
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Steps

e Click on the Dispute Button.
Important: Before abandoning an invoice, you must first dispute it.
Only after disputing the invoice can, you proceed to abandon it.
Lines

Line Level Taxation

Calculate Cancel

Invoice #INV10Test | ZZDELETE Jacques DIY | 2025/03/25

372,51 2235,06 <

W

X

Filtration Consumables_Filtratioss

Type Description * Quantity UOM * Price
1 g 60218563 - FLTER,RO UNT,SEDMENT,CARBON CTO,C -
6 Set w
PO Line Contract Supplier Part Number Commodity
5000359399-1 'O Clear
Commodity Default Applied
Credit Line Billing Period
None ,D Filtration, Purification and Flotation-K - Cost Centre-4601£x » h 2025 MFC
via linked Order line
Taxes
Tax Code Tax Rate Tax Amount Tax Reference Tax Supply Date
~ 15,0 335,26
Total 2570,32 ZAR
s o

2 :pen next document
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Samancor Steps

Steps

Select the Disputgeason most appropriate as indicated below, with a Comment and Click on the Dispute Button.

Please provide an explanation for moving the invoice to disputed status. The dispute notification
with reason and any comments you provide will be sent to the supplier email listed here and any
additional emails you enter.

Supplier Email jpuchert@gmail.com

Additional recipients

jimmy dough@acme. com, katy pie@acme com

e * Dispute reason Duplicate Invoice. Already paid or payment review in - 4+

ei:om ments | |nyoice will be Abandoned.

Cancel A message will be displayed confirming the
Invoice is Disputed.

Invoice #INV10Test for ZZDELETE Jacques DIY has been disputed.




samancor®
Supplier
Steps

Samancor Steps

e Back on the Invoice screen the Status of the Invoice is Disputed.

e Open the Invoice again by Clicking on the Invoice Number.

| nVOICES Return to classic experience
= Vviews MFC View Foy
Create w Search Q ?
Invoice # Supplier Net Due Date Total Status Delivery Method Actions PO Number  Invoice Date  Invoice Acknowledgement

9 NV10Test ZZDELETE Jacques DIY 2025/05/24 2 570,32 ZAR Disputed Coupa Supplier Portal 5000359399 2025/03/25 None




Supplier

Samancor Steps

samancor®

Steps

Now you have the option to either Withdraw Dispute (Cancel the Dispute) or to Abandon the Invoice.

© Click on the Abandon Button.

Invoice #INV10Test

General Info  Lines Total Taxes Comments (1) Payments History ﬁ
This invoice is locked for editing by you (cancel and unlock)
& Add Tag
General Info Bill To & Ship To

Supplier ZZDELETE Jacques DIY (Active)
Invoice # INV10Test
Invoice Date 2025/03/25
Payment Term Z048 old
Currency ZAR

Status Disputed

Chart of Accounts 4530 - Middelburg Ferrochrome

.

a Urde

Buver VATIDVAT 4£80101302

= Supplier Info

Remit-To ZZDELETE Jacques DIY

1

Payment Due Date 2025/05/24 Test
Benoni

Dispute Reason(s) Duplicate Invoice. Already paid or payment review in 1501

progress.

Dispute Method NManual
Supplier Note None
Attachments MNone

Image Scan
g 2 A Attachmentodf

South Africa

Supplier Provided Jacques DIY
Remit-To 25 Gemini Ave

Benoni, 1501

United States

Invoice from Jacques Total 257032 ZAR
> e egnni :

Invoice #INV10Test | ZZDELETE Jacques DIY | 2025/03/25

O Open next document

Withdraw Dispute
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Steps

Samancor Steps

Just like the Dispute, an Abandon Dialogue Box appears. Complete the information required in the Dialogue Box.
What is the Abandon Reason ( Select from the dropdown) and a Comment.
Click on the Red Abandon Button.

Abandon X

Changing the status to abandoned won't void this invoice for tax purposes or allow the supplier to
resolve it using Coupa. You won't be able to process it further and it will be blocked from payment.

Select a reason for abandoning this invoice and provide a comment. We'll send a notification with
your reason and comments to the supplier email address listed here and any additional recipients
you specify.

Supplier Email jpuchert@gmail.com

Send notification to the above supplier email
address

Additional recipients ks goosen@samancorcr.com

jimmy.dough@acme.com, katy.pie@acme.com

Abandon Reason  Invoices processed incorrectly

Comments | pyplicate Invoicel

Cancel Abandon




samancor®
Supplier

A green message will be displayed , indicating that the invoice was successfully Abandoned.
Abandoned invoices will not integrate to SAP.

Only invoices with a Status of On Hold , AP Hold, Pending Receipt & Pending Approval can be Abandoned. Once
an Invoice is approved it cannot be Abandoned. It can only be corrected with a Credit Note.

Invoices

Return to classic experience

Invoice INV10Test for ZZDELETE Jacques DIY is successfully abandoned. xX

= views MFC View

Create Searcn Q| VY
Invoice # Supplier Net Due Date Total Status Delivery Method Actions PO Number Invoice Date Invoice Acknowledgement
NV10Test ZZ7DELETE Jacques DIY 2025/05/24 2 570,32 ZAR | Abandoned Coupa Supplier Portal 5000359399  2025/03/25 Mone

s




samancor®
Samancor

Supplier Steps Steps

Back as the Supplier in the CSP Portal.
Note the Status of the Invoice and the Dispute Reason in the Dispute Reason Column. It Corresponds with the
Abandon Reason completed by Samancor.

&M i JACQUES ~ NOTIFIC,
Wcoupa SU.DDIIEF port al Changing the status to abandoned won't void this inveice for tax purposes or allow the supplier to
resolve it using Coupa. You won't be able to process it further and it will be blocked from payment

ﬁ Orders Business Profile Setup Service Sheets ASN Sourcing Forecasts Catalogs Communit

Select a reason for abandoning this invoice and provide a comment. We'll send a notification with
your reason and comments to the supplier email address listed here and any additional recipients

Invoices Invoices Lines Payment Receipts Advanced you specify.
Supplier Email jpuchert@gmail.com
Send notification to the above supplier email

address
Select customer | Samancor Chron

Additional recipients | ejgg goosen@samancorer.com

.
| HVO I C e S jimmy.dough@acme.com, katy pie@acme.com

Abandon Reason  Inveices processed incorrectly

Instructions From Customer [
Comments | pyplicate Invoicel

{Example text - this is set on your Company Information setup page and will be displayed for CSP and SAN suppliers on the Invoice list page}

Create Invoices @

Create Invoice from PO Create Credit Note

v

Dispute Reason

Cancel Abandon

Total Unanswered Commentg

Invoice # Created Date| Status PO #

INV10Test  03/24/25 Abandoned | 5000359399 2,570.32
ZAR

Yes Duplicate Invoice. Already paid or payment review

in progress.

INV 11Test  03/24/25 Disputed 5000359400 2,570.32 Yes Quantity different from PQ/Contract or Catalog =
ZAR
INV 12Test  03/24/25 Approved 5000359401 2,570.32 Yes

ZAR




Supplier Steps

samancor®
Samancor

Steps

c Important - once an invoice is Abandoned you will not be able to use the invoice again.

You can, however, create a new invoice with the same Invoice number as the abandoned invoice as indicated below.

Invoices

= Views All

Create w

Match Conditions = Match all conditions W
Filter By Clause Value
PO Number (] is w 5000359399
Invoice # Supplier Net Due Date
nv10Test ZZDELETE Jacques DIY 2025/05/23
MNW10Test ZZDELETE Jacques DIY 2025/05/24

Total

2 570,32 ZAR

2 570,32 ZAR

Status

AP Hold

Ahandoned




samancor®

: Samancor
Supplier Steps
Steps
c This is also a good time to look at the Notification Setting at the top of your page.
{;:_‘coupa 5upp|er portal JACQUES ~ | NOTIFICATIONS @) | HELP -
ﬁ Invoices Orders Business Profile Setup Service Sheets ASKN Sourcing Forecasts Catalogs Community More...
My N Ot|f|cat| ons Notification Preferences
View | All ("]
J Message Received
0 o Invoice INV10Test for 2,235.06 ZAR has been abandoned by Samancor Chrome - ZZDELETE Jacques DIY. 03724425 11:51 AM
0 e New comment from Samancor Chrome - ZZDELETE Jacques DIY on Invoice INV10Test 03724425 11:51 AM
0 e Invoice INV10Test for 2,235.06 ZAR has been disputed by Samancor Chrome - ZZDELETE Jacques DIY. 03724725 11:47 AM
0 New comment from Samancor Chrome - ZZDELETE Jacques DIY on Invoice INV10Test 03/24/25 11:47 AM
0 Invoice INV 11Test for 2,235.06 ZAR has been disputed by Samancor Chrome - ZZDELETE Jacques DIY. 03724725 11:41 AM
0 New comment from Samancor Chrome - ZZDELETE Jacques DIY on Invoice INV 11Test 03724425 11:41 AM
0 o Invoice INV 12Test for 2,235.06 ZAR has been approved to pay by Samancor Chrome - ZZDELETE Jacques DIY. 03724425 11:35 AM
There is a message indicating an invoice was Abandoned, Disputed, Approved or a Comment was submitted. Kindly
take note of these Notification Messages.
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